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Tfiis handbook for the. advisory committee for the
Career Planning SupportoSystem (CPSS) is one of tyelve documents
describing CPSS and its.use,..(CPSS is a comprehennive guidance
pripsram management system .designed to provide information for local
high schools tb.design, implement, and evaluate an upgrade4 career
guidance program. CPSS describes how existing activities can be
brought into an integrated systematic approach torithe delivery.of
career guidance- services which would enable teachers, counselors,
studedts, and commueity'members to'decide-on a specific program to be
followed.) This handbook defines the responsibilities ind"duties of
advisory committeevmembers, and provides an overview. of CPSS. The
role of the advisory committee/ is discussed in general and in terms
of its role during resource assessment activities, during the
validation of program goals, and during the revieW of career
development units and the, anneal prpgram review. A format for
evaluating career development units (CDUs) is included in the,
appendix. (TA) 4!
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FOREWORD

The challenge to assist youth in gaining the skills and knowledge to plan and execute meaning-
ful careers is a major concern of the educational community, particularly high schools. In response
to this challenge, The Center has developed and tested,'under the sponsorship of the Education and
Work group at the National Institute of Education and with the help of nearly fifty high schools
located throughout sixteen states, the Career Planning Support System (CPSS). This product shows
how to deliver improved, cost-effective career guidance services that meet the needs pnd fall within
the resources of the individual school. The procedures in these materials are systematically pre-
sented to help local schools engage in sound planning, implementation, and evaluation. It provides
them with the capacity for self-renewal.

. ti

It is important to note that the-Career Planning Support System does not prescribe the content
of a local program; rather, it enables teachers, counselors, students, parents, and community mem-
bers to decide on the specific program to be followed. It is a fle?cible product in that it does not
necessarily displace existing efforts, but describes how existing activities can be brought-into an in-
tegrated systematic approach to the delivery of career guidance services.

liP

The Center is pleased to present this product. We hre grateful to Dr. Robert E. Campbell,
tirogram director, whO led in the- conceptualization of CPSS and patiently guided it through years
of-development and field testing. He has been ably supported during this period by staff perSoris'
whose names are indicated at appropriate credit points in the various/publications. We-are deeply
grateful for the cooperation and consistent enthusiasm of the participants in the field test; their
names and locations are given on the inside of the back cover. .1

A complete list of products develop& in connection with CPSS, and occasionally refer
throughout the various guides, are printed on the outside of the back cover.

Robert E. Taylor
Director
The Center for Vocational Education
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The Center for VdcationalEducation% mission is to increase the ability of diverse agJncies,
institutions, and organizations to solve educational problems relating to individual career planning,
preparation, and,progressidnThe Center fulfills its mission by:

Generating knowledge through research ,

Developing educational programs and products

Evaluating individual program needs and outcomes

Installing educational programs and products

Operating information systems and services

Conducting leadership development and training programs
.

I

The Center team responsible for the Career Planning Support System developed Irom
national field test, 1974:76, consisted of:

Rdbert E. Campbell, Prdfilin Director, 1974-76

Dr. Richard P. Coatney, Speciahist
and Coordinator of Revision, 1974-76

Dr. Warren N. Suzuki
Associate Program Director, 1974

Mr.'Hiarry N. Drier
Asiociate Program Director, 1974-75

Dr. Marshall-Amesquita, Developer, 1974-76
Ms. Stephanie Butler ,'Project Secretary, 1974 -76
Ms. Carolyn M. Burkhardt,'Writer/Develt:Iperi 1976
Ms. Nor n Hayes, Developer, 1974 .

Mr. Joh Howard, Developer, 1974-75'
Dr. H: wrence Hotchkiss, Evaluation Specialist, 1975-76 .
Dr: Ra h J. Kester, Developer, 1976 -

Ms. K n Kimmel, Writer/Developer, 1974-75
Ms. Ch yl M. Lowry ,...Writer/Editor, 1974-76
Ms. Na cy Robinson, Project Secretary, 1976

-Dr. Jo Russel, Developer, 1974-75
br. An4a Tso, Developer/Writer, 1974-76

Mr. Paul Shaltry, National Field
Test CoordiriaCtir,91974-76
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INTRODUCTION

It is hoped that you will find this hand-
book helpful in calrying out your role as a
member of the Caree'r Planning Support
Systert (CPSS) Advisory Committee. The
handbook explains the nature of CPSS, how
it works in the school, and what is expected
of We Advisory Committee.

In brief, CPSS is a problem-solving pro-
grant that helps high schools better prepare
all students for planning and executing their
careers. It treats career in a broad sense.
That is, a person's career consists of educa-
tion, paid or non-paid work, leisure, and
avocational pursuits.

YOsu may be wonder' gwhy CPSS was
developed. Often young people decide upon
an occupation without sufficient information
about the education or training they will need
or the implications their choice. will have for
a Lifelong career. Some do not know if the
salary they will earn will prpvide for the style
of living they would like. Others may not
even know what they would actually be doing
in the occupation they choose. Being aware of
sources drf information about jobs and how to
apply'for.a Position and secure references are
just a few of the basic skills necessary for chart-
ing a career. Deficiencies in these skills create
unsound career decisions. , 1 .

.

Once in the labor force, many young
workers move from job to job, trying to find
the right type of work for themselves with-
out really knowing how to go about it. Be-
cause of the changing nature of our society
and he labor market, young people not only
need to make career decisions for their first
years-after high school but must be prepared
to plan for perhaps several job changes

-throughout their work-lives. They need' t9
knoiv how to cope with change, how to con-
tinue to learn, and ow to be able to make and
implement a seriiin f career decisions: CPSS
gives your school p ocedures to design a pro-
gram to meet the career development needs of
its students.. _

a $ .

11.

CPSS is a broadly based approach to help-
ing students survive, in the world of work. It's
baseti.on'the following assumptions:

1.' Career development assistance must
be made available to all students.

2. Although counselors are key figures,
the responsibility for helping stu-
dents with careers belongs to every-
one.

a

CPSS calls for a systematic approach to
helping students with career, development skills.
Being systematic, it also helps Schools be more
responsive to student needs and more account:
able for what they do in Meeting those needs.
Essentially, CPSS is a planning, implementing,
and evaluating operation that'is ongoing. That
is, CPSS should be able to help students even ,

though their needs may change over time.

The school has formerl aSteering Commit-
tee to manage the projects' They will gather
questionnaire data to determine goals to work
towards and assess the resources that are avail-
able to reach those goals. Qnce goals are Sec_
lected by priority, the Steering Committee will
decide where activities should be developed to
reach students. Usually, teachers will develop
actiyities, Called career development units

.{CDUs), to incorporate into their subject areas.
, Where activities are built in; However, is flexible.

Once. students participate in a given CDU, it is
evaluated and stored with other units in a cen-
tral file. At the end of a given year, all units
are reevaluated in terms of global program
goals. Adjustments are Made if necessary. .

After two or three years of i mplemehting stu-
'dent activities, the Steering Committee will re-
administer questionnaires as another means of
evaluating program success. And so he process
continues.

7

ROLE OF THE
ADVISORY COMMITTEE

The primary role of the Advisory Com-
mittee is to advise the school on the 'developing ,
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career guidance program. The committee'
should be a source Of counsel and guidance
so that the principal.and Steering Committee
have valid information on which to make
sound decisions. The Advisory Committee's
insight into such areas.as parental aspirations
for students, expectations of the school, eco- ,

nomic forecasts, manpower projections, and
the career development of youth can be Of
great value to the school. -The Advisory Com-
mittee also serves as a communication linkage
between the school's CPSS project and the
greater community. Besides informing the
public of what the school is doing for its stu-
dents, the AdvisorVAmmittee brings feed-
back to the school from the community.

,

The rest of this handbook provides infor-
mation on and suggested procedures for the
Advisory Committee to fulfill its duties as a
source of advice and information. In some .

cases, the entire Advisory Committee will be
asked to provide counsel; in othereases, you
may be approached individually.

ADVISORY COMMITTEE'S
ROLE DURING R4SOURCE
ASSESSMENT ACTIVITIES

e'Resource Assessment Task Force
generated by the Steering Committee, will
collect information on various aspects of the
sehotpl and community. ,You may be asked
to review some of the information that the
task force has documented tb verify its accu-
racy. In some cases, you may be asked to as-
sist the members of \the task force with the
identification of appropriate sources of infor-
mation. You may need to advise them of
Alternative sources should the information,
that they recorded be inac.eurate, inappro- /
priate, or incomplete. The Advis Com- /
mittee will review the resource fi dings at a '
Meeting when program goals are considered,
the next activity. -.. I

/
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i ADVISORY COMMITTEE'S
ROLE DURING,THE VALIDATION

OF PROGRAM-00ALS
C____..

At the same time that resource informa-
tion about the school and community is gath:

`61-ed, questionnaires are administered to students,
parents, graduates, and faculty/staff. Data col-
lected from these questionnaires determine stu-
dent need for skiiisin the foiiowing five areas of
career development skills:

1. Self-awareriess, social awareness, and
problem-solving skills

2. Career exploration skills

3. Job acquisition and problem-solving
t skills

4. Education and training exploration
skills c,

5. Education and training acquisition
and problem-solving skilts

4

Goal statements are provided in CPSS for
each skill represented on the student question-
naire. The Steering also may write goals to re-
flect the requirements of state or local education
agencies, to include career guidance activities al-
ready operating.in the school, or to make the list
of goals for your Areer guidance program com-
plete and comprehensive.

W

Priorities are assigned to each Career devel-
opment/area based on the information,provided
by the four groups that were surveyed. Priorities
also are assigned to(the goals within each career
development area according to student need for
each skill a indicated by the student question-
naire. Th riorities determine the order in Which
goals will b approached for implementation in
your Career guidance program.

2

The results of the above proc s should be
resented to the Advisory Committtie aifollows: '

a

1. A set of completed data siimmary
tables containing results ftom -

S
.

...

i

..
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questionnaires administered to
students, -parents, graduates, and
faculty/staff (Tables 40-49)

2. Statements orrecommended goals
for the school's career guidance
program and tentative priorities
for implementing each of the pro-
gram goals (program goal forms)

Your tasks as advisors'should be the fol-
lowing:

1. Review the priorities assigned to
each career development-area to be
certain that they accurately refleCt
the degree -of need indicated by the
questionnaires.

2. Review the priorities assigned to the
goals within each career development
atea to be certain that they accurately
reflect the degree of need indicated
bythe questionnaires.

3. Review the goals selected for initial
implementation along with the find-
ings of the resource assessment. In
light of available resources to support
activities, have a feasible number of
goals been selected for initial imple-

, mentation'?

Discluss yetur recommendations writhe
Principal and the CPSS coordinator.

4
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ADVISORY COMMI E'S ROLE
DURING THE REVIE OF CAREER

DEVELOPMENT UNITS AND THE
ANNUAL PROGRAM REVIEW

The Career Developffent Unit (CDU) is
the.activity through which students move to-
ward achieving selected goals. The units may
be,of any length and involve any number of
students, depending on the nature of the activ-
ities. Persofls who develop units have e
gested format to use that has key information
requested for keeping track of activities and
and for replication. A copy of the format-is RI
the AppendIxfor your reference.

The Steering Committee is charged with
orchestrating the development Isf units and
seeing that the students who need help are
getting it. Obviously, there could be many
units developed and taught within a given
school year. As a means of evaluating the pro-
gram, an annual review is conducted to examine
the activities of a given year. Both the Steering
and Advisory Committees are involved.

3

You will review the evaluation results for
each CDU, the Steering Committee's recom-
mendations about these units, and theirjecom.
mendations about additional units and/or goals.
You then will make suggestions with regard to
the Steeling Committee recommendations.

This has -been a general description of Ad-
visory Committee activities. If you have ques-
tions at anytime,-do not hesitate Ito check with
your school's\principal or the CPSS coordinator.

r

ft*





CDU TITLE:

1. GOAL(S):

2. OBJECTIVES:

dot

(Write the goal of goals that yqur activities will' address as designated
by the Steering Committee. Include alsb the goal number and prior-
ity of the goal.)

(List the behavioratobjectives for tbii unit. J4umber each.behavioraj
objective and denote enabling objectives.)

3. INSTRUCTOR(S): (List all those who will tent the trnit.)

4. INFUSION POINTS-. (List specifically where the CDU will be implemented, e.g., the
classes where'lt will be taught.)

5. PARTIIPANTS: Actual number: (Total number of stuAtts taking the (ilDU)
--\

Target group and number: (If feasible, briefly describe-the group
of students and the total number who eventually will take the CDU,
e.g., ninth grade, 250)

6. SCHEDULE:

7. METHODS:

4
(List the dates and, if necessary, the time for implementing' he
CDU. Time may already be specified by the infusion points.)

(Litt the methOds in the order in which they will be used. You also
may want to list when each method will be used.)

8. RESOURCES: (List the resources [people, space, equipment, and materials] for
each method as well as their availability and cost.)

(Attach the suggested CDU evaluation fctrilitn the following page
or attach another one You have developed or obtained. Also attach
any forms that will be used to evaluate achievement of behavioral,
objectives. These forms should not be filled out until after you have
taught the CDU. Describe briefly the evaluation procedures you will
follow.)

9. EVALUATION:,

\

11



r

3

P

C.0

Instructor:

CDU EVALUATION'FOR

Goal No:

It%

Infusion Point:.

.

.B0
No.

Number of
Students
Attempting BO

.
.

BO Avzhievement
Mixthod
Letter ',

'Number of
Students '
in Mrthod

Helpftl Intet:eiting
.

, .
..., . ,

Students' Comments
.

.

- No. %
I

No. % No. %

.

: .

.

.

-

1

,

.

oa

1 "

.

.

.

c,

..

.

e

.

.

.

-

,

6

.

'

.

./

A

.
.

.

.

.

t

.

.

..

,

'

-0
.

.

.
.

.

..

t

.

i

_

.

-

.....

.

.

.

.

.

*

..

,

N

. .
.

.

e

,

.

"

.

,-.

.

I g

.

.

0

.

. .

-

--/

. ' I I .;

1.

I..

,

.

.

.

.....'....'

. .

4

.

.

i .

.

-.

. .

.

-

, r
jak,./

$

'

I'

.

.

'

,.

c, \
.

.

.

.

.

.

.

.

.

..

.
.

.

.

12
1.4

13



t

ACK NOW LEDG EM ENTS

Thee Center wishes to thank the following people forlh eh participation in the Said of the Career Planning SupPort System, 1974-76.

State Departmerit of Educatibn CoOrdinatori
Ms. Wanda J. Cookrey and Mr. Vern Williams.
Guidance Services Section, Juneau

State Department of Educlion Coordinators
Mr. Paul Bennewitz, Mr.' Delbert Jerome,
Ms. Veda Syers, and Mr. Ken Baarson, Division
of Career and Vocational Eduction, Phoenix

State Department of Education Coordinator
Mr W. Gary Steinhilber, Division of Guidance
Services, Frankfort

State Department of Education Coordinators
Mr. James Mahrt and Mr. Robert Stout,
Vocational Education and Career Development

-Service; Lansing
. .

'State Department of Education COordmatol.
Mr Joe McDaruels, Vocational Education
Division, Jackson

1
State Department of Education Coqidinator

4 Mr Marion Starr, Guidance Se es,
Jefferson City

.

State Department of Education Coordinators
Mr Del Gustin and Mr. Neil Cluistignson,
Vocational and Career Education, Helena

State Department of Education Coordinator
Ms. Josephine Hayslip, Career and r
Vocational Education, Concord

State Department of Education Coordinator
Mr. John J. Knox, Jr., Guidance Division,
Raleigh

ALASKA
School Coordinators

Ms. Men Holden, Kodiak-Aleutiariltegional High School, Kodiak
Mr. Duane Loins and Ms. Saundra Porter. Suaitna Valley High
Schbol, Talkeetna
Ms. Jean Long, Wasilla High School, Wasilla

ARIZONA
hhool Coordinators

Mr. Herm Van Loon nd Mr. Neal Eiber, Flagstaff and
Conconino_High Scho , Flagstaff-

, Ms. Ruth Wicks, M Vnion High School, Cottonwood

...°1 .. ,KENTUCKY ,
School Coordinators .

Ms. Fay Sykes. Paul Blazer High School, Ashland
Mr. Ezekiel Vargas, Campbell County High School, Alexanckia

-7 b,,I, r . Charles Jones, t,orth High School, Radcliff
....

MICHIGAN I'

,

School Coordinator%
Ms. Mary Fa ner and Ms. Barbara Edwards, Denby High
School, Detro

_ Mr. Donald elvin, Godwin Hitglits High School, Wyoming
,

Mr. James ilea, Hill Community Mar SchnOl,taridng
Mr. Gene Wiechec. C.M. Kfinball -High School, linyal Oak

MISSISSIPPI ,

School Co lydivaton , e -
Mr. S 11 Roach, Lafayett 'County High School, Oxford

High School, MMr. Buford Crane, So eridianeast Lauderdale
Ms. Lou Bergeron, Oxf High School, Oxford

M LSSOUIR I
School oordinators

Mt. Bill Moeice, Central jar:Nigh Sc Flatater
Mr. Jim Telken Normandy Senior High Siheol. Normandy
Mk Edna Fincher, Park-Hill Senior High School, Kankas City
Mr. Bill-Sparks, Parkway West Senior High School, Ballwin

--- Mr. Tom Arid, Rock Bridge Senior High Schbol, Coltembia

MONTANA
School Coordinators

M. Weldon Munter, Seeley-Swan High School, Seeley Lake
Mr. Joe Roberts, Missoula County District Schools, Missoula'
Ms. Darlene Smith, Sentinel High School, Millsoula
Ms. Marolane%tevenson, Hellgate High School, Missoula

NEW HAMPSHIRE
School Coordinators

Mr. Mike Cummings, Mr. Skin'Phor, and Mr. Ray Paean;
Sommersliorth High School, Sommers;vortb
Mr. Ed Farlim. Contoocoot Regional Valley High School,
Peterborough
Mr. Richard' Walsh, Winnacunnet High Stool, Hampton/

NORTH CAROLINA
School Coordinators

State Department of Education, Coordinator
Mr.Richard Greer:, Guidance and Cofinaeling, Columbus

State Department of Education Coordinators
Mr. Russell Whitaker, Mr. Paul Warner, and
Mr. ScotttOrme, Pupil Personnel Services, Salt Lake City

State Department of Education Coordinators
Ms ,,Carol Penny and Mr. Darrell Hines.
Pupil Personnel Serldclea. Olympia and Seattle

'14

Ms. Dorothy Francis, R.J. Reynolds High School. Winston-Salent
Ms. Juanita Query,' Central Cabanus High School, Concord --"--
Ms. Gwen Simmons, Douglai Byrd High School, Fayetteville

, OHIO ,
School Coordination

Mit Melissa Cummins, Garfield High School, Garretsville
... ,

UTAH 1
.

School Coordinators . ,

Mr. Grant Johansen, North Sanpettligh School, Mt. Pleasant
Mr. Ken Littlefield, Ben Lonialtd High School, Ogden

WASHINGTON
School oPordinators

Ms. Barbara Gregory. Issaquah High School, Issaquah
Mr.Robert Hansen, Mark Morris High Schools Longview
Mr. Robert Lingow and Ms. Helen Lieberg, West Valley High
School.liPokane
Ms. Liela Nicholas, Interlake Senior High School, Bellevue-- Ma. Doris Smith, Walla Walt High School, Walla Walla



5

J

O

f

. OiliER,,PUBLICA ONS AND PRODUCTS OF
THE CAREER P G SUPPORT SYSTEM

(

Coping in the World of Work: Practice in Problemeolving.

A career tlevelopmbnt instructional unit Aesigned to 'assist inclIviduals irevelop.coping
strategies to deal with work-entry, and job adjuFtment problems. The unit includes an
Instructor's Handbark,.Studiats; Guide, Bandelut/TranSpareney Masters, and. Film-
strip/Audio Cassette Proirarni. ;SP

S.

?
-

Career Diveloprnent for Women -'
..

, - . , .

"Sugar ani6pice is Mkt the wer: A Parent Handbook on the Career Itglicationi
of Sex Stereotyping,"tbSr Louise Vetter, Cheryl Merideth-Lowry, and Cafolyn,r.
Burkhart. ' N,

"Career Patterns of a National Sample of Women," by Louise Vetter and David W.
Stockburger.

"Career Materials: 'ratifications for-II/omen's Career Development," by Louite Vetter,
David W. StockiThrger, and Christine Brose.

74tareer Development for Minority Youth

"Involving Significant Others in Cajeer Planning: A Counselor's Handbook," by
Carolyn M. Burkhart, Sandra R. Orletsky, Cheryl Merideth Loviry, H. Lawrence
Hotchkiss, and Robert E. Campbell,

"Significant Other loighience, Career dheice and Achigkinent: Selective Theoretical
and ConceptuntliPproaches," by J. SteveOicour Ewa*. Curry, and H. Lawrence
Hotchkiss.

,
"Significant Otheirnilueng, and Decisions: `--Volume I, lila cic, and White MaleA Iiiner \
Urban Youth,"'by Evans W. Curry, J. Steven Picou, II. L\wrence'llonehki*Shirley
Scritchfield, and Jofu Stahura. , , %,-,

.

"Significant Other Influence and Career Decisions: Voltime II, BI4ck and White,
Female Urban Youth," by Evans W. Curry, H. Lawrence Hotchkiss;'2. Steven Picciu*,
John M. Stahura, ShrleiScritchfield, and Jejome Salomone. .

For additional information or ordering instructions (prices andaVailal;ility), contact:,

The Center for Vocational Education
CVE Publications
1960 Kenny Road
Columbus, Ohio 43210
Tel: (614) 486-3655
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